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LearningLink

How to create Items and Scheduled Offerings

The following instructions detail the process that LearningLink administrators will use to create
Items and Scheduled Offerings and to record learning in LearningLink.
What is an item?

“An item is a container for a unit of learning that you can assign to a user and track its
completion.”

A course or a webinar is an “Item”. An example of an item would be
“Project Management 101"

What is a Scheduled Offering?

2

“A scheduled offering is an instance of an Item (learning event) with a scheduled date and time.”

One particular offering of a course or a webinar is a “Scheduled Offering”. An
example of a scheduled offering would be
“Project Management 101 on March 15 at 2:00 PM”

One Item, Many Offerings
Typically, you would create an item only once and then you would create a scheduled offering
every time the item is offered.

Page 1 of 14



<G, |15, DEPARTMENT OF LABOR

o "&.

&P LearingLink

Scheduled
Offering

March 15t
2:00 PM
March 18t
11:00 AM
Project
Management 101

Item

April 1
2:00 PM
April 15t
10:30 AM

Follow these steps to create an item in LearninglLink:

1. Loginto LearninglLink and select the Admin Tab
2. Select “Add Item” from the Welcome screen
a. Note you can also search for and add items by selecting the “Learning” button on
the menu bar.

Welcome hobbs, kelly

Sign Out
Home Organization Admin

AdminHome  Users Performance Leaming Content Commerce System Admin References  Reports
= ‘ Search: [ Enter Keywords or Command ] ‘ ‘ M
Bookmarks | Recents = me
- Welcome
( q

2 Add Folder Welcome to Learninglink!
h New to LeamingLink Administration? We have provided a brief tutorial to help you learm your way around.
| My Bookmarks o
Admin Resources and Notes

Training guides, job aids, references, and tools
‘Watch the Tutorial @

Quick Links /

Add ltem
@ Create any assignable unit of training.

@ Add Scheduled Offering @  Record Leaming - Multiple

A Scheduled Offering s an Instructor led Store the completion of a course o any - Afe course)and User,
course. Itallows for registration by other learning related Item, including I You tan either assignne course [User
users. Additionally, resaurces can be scheduled offerings Hesde Mgil or go sifaight to record

specified for its execution such as the completion for the User. The completi

4. Choose the appropriate type of item and select “Ok”. (Note: most items will either be
Scheduled Only or Online Only)
5. Select / Enter the following details for your Item:
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Item Type (e.g. course, webinar)

Title (e.g. Project Management 101)

Item ID (e.g. DOL_PM_101) — This is the unique identifier for your item

Domain ID — The Domain ID represent the Agency that “owns” the course (e.g., ETA,
OIG, BLS, etc.)

Q0 oo

If your course requires approval, you would indicate so by first selecting an approval process
and then selecting the “Approval Required” checkbox. The approval process typically used for
internal DOL courses is “SUPER-1 (Supervisor Required)”

Revision date and Revision Time will be pre-populated with the current date and time. You

don’t need to change these values.

6. Once the required values are entered, select the “Save & Exit” button to continue.

Add New Item =

*Required Fields

*Item Type: “ID: [ JOB_AID_EX

©

*Title: [ Job Aid Example

Description:

*Domain: | Department of Labor (DOL) a Approval Process: | Supenisor Approval (SUPER-1) MG

Approval Required: | No M| Credit Hours: [ 000

Schedule Template

Number of days: | 1

Hours per day: | 8.00

[ Additional Options

CPE Hours: [ 0.00 | *Revision Date: | 8/812014 1=

“Revision Time: | 10:59 AW | Revision Number: |

Contact Hours: | 0.00

7. Add asegment to your item by selecting Segments on lower left under Related. You would
typically have one segment per day of training so if your course is just a one day course or if
it is a partial day course, you would have one segment. Enter a description and duration for
Day 1 and select “Save”. If you need additional segments, for additional days, select the
Green Plus (+) sign, add additional information and select “Save”.
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4) Search Results
|5 Iraining item 1

Description: @

Classification: Instructor-Led
Approval Process:
Assign. Type:
Contact's Email:
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[ Recommended Next: [jAdd Catalogs =] Add Subject Areas [Z) Assign to Users [X]
COURSE TRAIN_1 (Rev 1 - 8/8/201 (HH] @ Actions

Assign

Cover Page (Inactive)

*Domain: Department of Labor (DOL)
Approval Required: No

Credit Hours:

VEw A

Related More @ Segme o
Assignment Profiles Descriptio

Online Content [=) Day 1

Duration Delay Start Location Type Actions Delete
[] Select Al

Catalogs [Day 1
Competencies
Curricula

Prerequisites

SSSeee s

] (800 | [ 000

| | Conference Roor | « Equipment Ll

Copy To All

Substitutes
Scheduled Offerings
Tasks

Cancel

8. Add your item to the Catalog to which it should belong. The Catalog determines who the
course is available to. For example, a course available to all of DOL would be placed in
DOL_CTLG_ALL while a course only available to OIG would be placed in OIG_CTLG_ALL.
Select the Green Plus (+) sign button to search for a Catalog to add your item and select the

“Add” button to continue.

4) Search Resuts
|£) Iraining item 1

Description: @

Classification: Instructor-Led
Approval Process:
Assign. Type:
Contact's Email:

View All @

Related Mmore @) Catalogs @ Chiinge Catalog Prices
Assignment Profiles Descrip

Segments.

Online Content
Competencies
Curricula
Prerequisites
Subject Areas
Substitutes
Scheduled Offerings
Tasks

[ Recommended Next: [ Add Catalogs =) Add Subject Areas [g) Assign to Users [x]
COURSE TRAIN_1 (Rev 1-8/8i201... |g| @ Actions ™=

Assign

Cover Page (Inactive)

“*Domain: Depariment of Labor (DOL)
Approval Required: No

Credit Hours:

Catalog Options Price Remove
1a [ selectan

No Records
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Catalogs
Add Item To Catalogs

HevnutdsperF’agEF’age:1 2 3 4 b5 aPrevious Next: (80 total records)
Select All f Deselect All

Add
Catalog ID Description Schedules  Add

BLS University BLS_University r

BLS University BLSL Supervisor Only Course Offerings
Supervisor Only

BLS CTLG ALL Catalog for all BLS

BLS_TEST BLS Test Cataleg for LearningLink Traininng Purposes

CTR_CTLG_ALL Cataleg for DOL Contractors

DOLImport05282013 SkillSoft Audit Load

DOLImport07232007 For DOL SkillSoft Course Import

DOL_CTLG_ALL Catalog for all Department of Labor

DOL_CTLG_HR_SUPER  Catalog for all DOL Supervisors r r
DOL_CTLG_IT_ALL Catalog for all DOL IT employees r I

Heﬂutdsp-ErF’agEF’age:1 2 3 4 b5 aPrevious Next: (60 total records) Fage |1 ufB.

Select All / Deselect All

Add

9. Select View All button to view Additional Settings. From this window, you will be able to
enter additional information such as the required EHRI fields and Contact Hours. Once
desired information is added, select “Save” button.

: Add Catalogs =] Add Subject Areas Assign to Users
1) Search Results l Recommended Next: [ logs 5 i F g =

|z] lraining Item 1 COURSE TRAIN_1 (Rev 1 - 8/8/201... | (*)) Actions [

Description: & Assign E
Cover Page (Inactive)
Classification: Instructor-Led “*Domain: Department of Labor (DOL)
Approval Process: Approval Required: No
Assign. Type: Credit Hours:
Contact's Email:

Related more @ Catalogs @ Change Catalog Prices @ 2
Assignment Profiles Description Catalog Options Price Remove
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Additional Settings
*#Required Fields

Active:
Souree:
Max Registration:
Self Registration:
Branch approval:
OTI Approval:
Gurriculum approval date:
Column 20:
Column 40:
Column 80:
Column 80:
Column 100:
Training Accred. Indicator:
Gourse ID from Vendor:
Training Purpose:
Training Credit:
Training Delivery Type Code:
Column 1,132:
Multilingual Course:
Training Gertification Type:
Estimated Tuition and Fees:
Cont. Sve. Agreement Req'd:

Design

Creation Date: 8/8/2014

Length: &00
Min Registration:

Supervisor Registration: Yes
Branch approval date:
OTl approval Date:
Branch:
Column 30:
Column 50:
Column 70:
Column 90:
Course Vendor:
Exclude from EHRI:
Training Source Type:
Training Sub Type Code:
Training Credit Desig. Type:
Training Credit Type Code:
Instructor Competencies:
Internal or External Course:
Gourse Development Gost:

Training Materials Gost:

b 1

mnm

NS

10. If you wish to add an instructor, select the “More” button beside Related. A window will
appear and you can select the “Instructors” tab. Search for an instructor and select “Add”.
(Note: If your desired instructor is not found, you will need to create an Instructor by

navigating to Learning > Instructors> Add New)

4) Search Resufts

|£) Iraining Item 1

Description: &

Classification: Instructor-Led

Approval Process:

Q@

Assign. Type:
Contact's Email:
View All G)
Related talogs
Assignment Wyofiles escription

l Recommended Next: JjjAdd Catalogs (=] Add Subject Areas [g) Assign to Users [X] I'

COURSE TRAIN_1 (Rev 1 - 8/8/201

Cover Page (Inactive)

#*Domain: Department of Labor (DOL)
Approval Required: No

Credit Hours:

Catalog Options

[z \f'&  Actions

Price Remove
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Training Item 1 (COURSE TRAIN_1 (Rev 1 - 8/8/2014 10:52 AM)) - Related

Instructors

atons

dit the ltem
Sections that cannot be edited are not accessible. Access all sections in view mode.

Instructors

o]
Check Instructor Authorization: ™

Objectives
Apply Changes Reset
Requests
Add an Authorized Instructor to an ltem
Government Reporting
Enter Instructor ID or add one or more from list.
Chargeback
Instructor ID: | Reset

Cost Calculation
Documents Update the Authorized Instructors for the ltem
Grading Options There are no authorized instructors associated with this item.
Materials

Pricing

Request Reasons

11. At this point, all the required fields are entered and you can schedule your course by
creating a Scheduled Offering.
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Follow these steps to create a scheduled offering in LearningLink:

1. Loginto Learninglink and select the Admin Tab
2. Select the “Add Scheduled Offering” from the Welcome screen
a. Note you can also search for and add scheduled offerings by selecting the
“Learning” button on the menu bar.

Welcome

’E‘

[ q
27 Add Folder Welcome to Learninglink!

- New to LearningLink Administration? We have provided a brief tutorial to help you learn your way around.
1 My Bookmarks

Admin Resources and Notes
Training guides, job aids, references, and tools
Watch the Tutorial @

Quick Links /

Add Item
@ Create any assignable unit of training.
These can be either an online learniny

instructor-led, a blended version of bol
oran ad hot leaming exercise.

Add Scheduled Offering
AScheduled Offering is an Instructor led
course. It allows for regisiration by

users. Additionally, resources can be
specified for its execution such as the

Record Learning - Multiple - = Create Online Course

other leaming related ltem, including you can either assign the course [User
scheduled offerings Needs Mat] or go straight to record
completion for the User. The complefi

Store the completion of a course o any [ Aercreating an Hem (course) and User,

5 OO O L0 Welcome hobbs, kelly
Home Ofga Admin

] - &’ - (7] w
AdminHome  Users Performance Leaming  Content Commerce System Admin References  Reports
%] | Search: | Evter Keywords or Command ] ‘ ‘ &
Bookmarks | Recents X @

3. Select the magnifying glass icon next to the Item ID field to search for the Item for which you
wish to create a scheduled offering. Once you find and select the Item, the following fields
will populate on the scheduled offering based on the item selected:

a. Item Type
b. ItemID
c. Domain
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Add New Scheduled Offering
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-

(x]

Help

— 1. Summary Information

*Type: @ jtem ¢ Schedule Block Description:
* Item Type: | =l
* Item ID: Q, |
* Domain: ©, [PUBLIC Catalogs: W Publish in all associated catalogs
Catalogs may be individually remowved from the Scheduled
Offering.
— 2. Schedule Information — 3. Resources
* Start Date: [% | Facility: | H O
(MM/DD/YYYY) | _I -
Primary Location: @
= Start Time: [ Y G}
(hh:mm AM/PM) Primary Instructor: Q, | ()
* Time Zone: [ =1 Equipment: | =
Preview Resource Usage View: | Instuctor =&
Save Cancel

4. Enter the Start Date, Start Time, and Time Zone for the Scheduled Offering.

— 2. Schedule Information

{MMIDDIYYYY]

* Start Time: 03:00 AM

(hh:mm AM/PM)

* Time Zone: | Eastem Standard Time (Amei = |

Preview

5. Select the Facility, Primary Location and Primary Instructor and select “Save”.
(Note: If your desired Facility and Primary Location is not available, please contact OTD to
get it added. Your Primary Instructor will only be available if it was associated to an Item.)
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— 3. Rezources

Facility: |2 Massachusetts Ave NE, Washingten, DC (2_=| | €3 -

Primary Location: | PC Training Room 1 {BLS_PC1)

2+

Primary Instructor: Q |

o

Equipment: |

=Q

Resource Usage View: | Location = |&

Can

cel

By default, the LearningLink places the scheduled offering in the same catalog as the Item
but you can add additional Catalogs by selecting the Green Plus (+) sign and searching for a

Catalog.

Item: COURSE TRAIN_1 (Rev 1 - 8/8/2014 10:5...
Approval Required: Mo
End Date: 8/19/2014
Facility: 2 Massachusetts Ave NE, W
Start Date: 5/18/2014
*Time Zone: Eastern Standard Time (America/Me
View All @)

Related More @ Catal, ange Catalog Prices
Registration Descriptit

Catalogs

Segments

Approval Process:
*Domain:

End Time:
Instructor:

Start Time:
Registration Status:

Default Public Access Domain (PUBL
05:00 PM
No Mame
05:00 AM

0 enrolled, 0 waitlisted

Price
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7. You can select Segments to view and confirm the timing of your Scheduled Offering. Note
that the end time is based on the duration selected when creating the Item. You are able to
adjust this time if necessary or add additional Segments by selecting the Green Plus (+) sign.

Related More @ Segment: (>4 Resend Registration Motifications | BE € 2
Registration | m oxy || e | | m worit | @ 18-24 August 2014 Ep @ Today
Tl 14

Monday Tuesday v Friday Saturday Sunday
18 August 15 20 21 22 23 24 August
8:00 AM ™

09:00 AM  09:00 AM - 05:00 PM | 09:00 AM - 05:00 PM
No Description day 2

10:00 AM | primary Instructor: Primary Instructor:

11:00 A | Primary Location: Primary Locatien:

PC Training Room 1| | PC Training Room 1
12:00 PM

01:00 PM

02:00 PM B
03:00 PM
04:00 PM

05:00 PM

06:00 PM

8. At this point, all required information is complete for the Scheduled Offering. To complete
additional tasks, such as viewing registered participants or to send a notification, use the
appropriate links under the Actions from the main Scheduled Offering page.

You can use the Copy function to copy the Scheduled Offering for course that may have
many offerings on different dates or different locations.

Actions

View Roster

Page 11 of 14



L5, DEFARTMENT OF LABOR

LearningLink

Follow these steps to record learning for a scheduled offering in
LearningLink:

1. Loginto Learninglink and select the Admin Tab

2. Select “Record Learning - Multiple” from the Welcome screen
a. Note you can also record learning by selecting the “Users” button on the menu bar.

Welcome hobbs, kelly

Sign out

= M. ] - (]

AdminHome ~ Users Performance Leaming  Content Commerce  System Admin References  Reports
B3 | search: [Enerreporsor Command ] | [ (%
Bookmarks | Recents X e
- Welcome
[ q

21 Add Folder Welcome to Learninglink!
4 New to LeamingLink Administration? We have provided a brief tutorial to help you leam your way around.
' My Bookmarks - J
Admin Resources and Notes

Training guides, job aids, references, and tools
Watch the Tutorial @

Quick Links /

Create Online Course,

After creating an tem (course) and User,
you can either assign the course [User
Needs Maf] or go straight to record
completian forthe User. The completi

Add Item Add Scheduled Offering, Record Learning - Multiple

@ Create any assignable unit oftraining @ AScheduled Offering is an flstructor ed Store the completion of a course of any
course. Itallows for registltion by other learning related ftem, including

instructor-led, a blended version of both, users. Additionally, resourcg can be scheduled offerings

or an ad hocleaming exercise specified for its execution suhgg the

3. Choose “Scheduled Offering” under “What kind of learning do you want to record?”
What kind of learni ou want to record?
o |tem<~f Scheduled Offering )~ External Event
R ——

4. Select the magnifying glass icon next to the Scheduled Offering ID field to search for the
scheduled offering for which you wish to record learning. Once you have selected the
scheduled offering, select the “Auto Fill from Registration” button to populate the list of
registrants for the scheduled offering.
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Record Learning - Multiple IHelp]

Initial Information = Edit Details » Confirm

This wizard is to record learning history for mulliple users for cne or more items, scheduled offerings or external events. Simply indicate the type of leaming
to record, select the related items, scheduled offerings or external event to be recorded for each, and specify the users for whom you want to record the
learning history.

‘What kind of learning you want to record?
’7(' ltem ' Scheduled Offering " External Event

— Search & Add Offerings —Search & Add Users
Scheduled q I m User q I ¢’ Auto Fill From Registration '
Offering 1D: 1D:
List of Selected Offerings List of Selected Users
Scheduled Name
Offering UseqID =
10 Item Title cranston.rebecca_CTR Cranston, Rebecca Remove
437846 COURSE DOL_PM_101  Project sarkis.christopher Sarkis, Christopher D Remove
(Rev 1-3/11/2013 Management
(4:43 PM AmericasNew 101 scranton.andrew_CTR Scranton, Andrew Remaove
fork) smith.jayson Smith, Jayson J Remove

5. From this list of registrants, remove any that did not attend the scheduled offering. If there
were attendees that did not register, use the magnifying glass next to the User ID field to
locate them and add them to the list of selected users. Select the “Next” button to continue
recording learning.

6. Choose a Completion Status of CRS-COMP (Course Complete) from the confirmation screen
and select the “Apply Changes” button to save this status. Select the “Next” button to
continue recording learning.

[— Edit Detail
Group By: | Scheduied Offering ¥
Apply Changes
* = Required Fisids
Credit Contact
Total His  Hrs Hrs CPE
Scheduled Offering Completion Date Grade Attendance  * 1000 1000 1000
E1(437846) 3/12/2013 12:00 PM America/New York| ]
COURSE DOL_PM_101
(Rev1-3/11/2013
04:43 PM America/New
York)
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7. Click “Submit” to finish recording learning.
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Change the way competencies are assessed

’7(: Assess based on item setting " Assess all items " Do Not Assess

Record Learning - Multiple

Initial Information = Edit Details » Confirm

|Help]

Review the summary of the learmning history to be recorded by the system. If you are safisfied with the summary, click Submit to record the leamning history. Use the option
buttzn to indicate the way competencies are assessed by the system when recording the learning history: Assess based on the ltem Settings, Assess all items,
or Do not assess which will have the system ignore the competencies.

User ID

sarkis.christopher

=mith.jayson

cranston.rebecca_CTR

scranton.andrew_CTR

Scheduled Offering 1D:
Item:

Title:

437846
COURSE DOL_PM_101 (Rev 1 - 3/11/2013 04:43 PM America/New York)

Project Management 101

Grade [ Completion Total Credit  Contact
User Name Completion Date Hours Hours Hours CPE

Sarkis, CRS-COMP 312/2013 12:00  4.00
Christopher PM America/Mew
D Yark
Smith, CRS-COMP 3IM2/2013 12:00 4.00
Jay=zon J PM Americal/Mew

Yark
Cranston, CRS-COMP 3M12/2013 12:00 4.00
Rebecca PM America/Mew

York
Scranton,  CRS-COMP 31242013 12:00 4.00
Andrew PM America/New

Yark

Comments
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